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Welcome to Microsoft 
Communique Tips & 
Techniques. There are separate 
issues of Tips & Techniques for 
the Macintosh and MS-DOS/ 
Windows platforms. We trust 
that this makes it easier for you 
to find relevant tips quickly. 

The topics in each version 
of Tips & Techniques are 
substantially the same, but 
readers of both versions will 
find platform-specific tips and 
techniques as well. 

If you have a problem that 
you would like us to talk about 
in a future issue, please write 
to Microsoft Communique 
Tips & Techniques, PO Box 91, 
North Ryde NSW 2113. 
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Taming tables in Word 6 


Word 6 enables you to create 
stylish tables using a range of 
formatting for text and for rows 
and columns, to enhance their 
readability and appearance. 

The tips on these pages will 
help you use the tables features 
to advantage. 

For each tip you can use 
this table: 


FIGURE I 

Create the table shown in 
Figure 1 and enter the text. 

I Make sure that you have the 
table gridlines displayed. (Go to 
the Table menu and check 
whether Gridlines is ticked. If 
not, highlight the option then 
release the mouse button.) 

If your printer can print 
white text on a black back¬ 
ground, carry out the next two 
steps. 

I Highlight the first row. From 
the Format menu choose 
Borders and Shading. Click on 
the Shading tab, then choose 
Solid (100%). Click OK 

: With the first row still 
highlighted, from the Format 
menu choose Font Change 
Color to White and Font Style 
to Bold, then click OK 

USING THE POINTER 
TO CHANGE COLUMN 
WIDTHS 

You can change the width of a 
column (or selected cells) by 
dragging the column markers 
on the ruler or by dragging the 


column boundaries. This tip 
explains how to change column 
widths using the mouse pointer 
in combination with the shift 
and Ctrl keys. 

You will start by narrowing 
the first column and resizing the 
other columns proportionally. 

1 Position the mouse pointer over 
the right column boundary of 



the first column so 

that the 

pointer changes to 

a double- 

headed arrow: 



Tuesdays 


Wednesdays 

: $40S 


FIGURE 2 

2 Click, hold down the mouse, 
and drag the column boundary 
to the left. 

As you drag, notice how the 
column marker on the ruler 
moves too. 

3 Release the mouse when the 
column is about 1 cm narrower. 

Notice how the columns to 
the right have been resized 
proportionally, and the table has 
remained the same total width: 



FIGURE 3 


Next you will change the 
width of column 2 while 
resizing only the column to its 
immediate right (column 3). 
Hold down the shift key and 
then drag the right boundary of 
column 2 to the left, as shown in 
Figure 4 on the next page. 

This time, notice how only 
CONTINUED ON PAGE 2 


iCQ/VMUNIQUE 


















FIGURE 4 

column 3 has been resized and 
the total width of the table has 
stayed the same. 

Finally, you will change the 
boundary of column 1 again 
without changing the width of 
any other columns. 

5 Hold down shift + Ctrl and 
drag the right boundary of 
column 1 to the right for 1.5 cm. 



FIGURE S 

This time columns 2 to 4 
have remained the same width, 
so the overall width of the table 
has grown. 

FINE-TUNING 
COLUMN WIDTHS 

If you want to be more exact in 
specifying column widths you 
can use the Table menu’s Cell 
Height and Width option. You 
will use this option to resize 
very precisely the table you 
created earlier. 

1 For this tip you need to have 
your ruler displaying 
centimetres. If it isn’t at present, 
go to the Tools menu and 
choose Options. Click on the 
General tab, and in Measure¬ 
ment Units at the bottom of the 
dialog box choose Centimeters. 
Click OK 

2 Click in any cell in column 1. 

3 From the Table menu choose 
Cell Height and Width. 

4 In the dialog box that appears, 
click on the Column tab to 
select it. 

The dialog box now looks 
like Figure 6. The figure in the 
‘Width of Column 1’ box on your 
screen may be different, 
depending on how you resized 
column 1 in the previous tip. 
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FIGURE 6 

5 Drag the Cell Height and Width 
dialog box to the lower part of 
your screen so that you can see 
in the table the effects of your 
actions. 

6 Click in the Width of Column 1 
box and replace the measure¬ 
ment with 2.8. Click on the Next 
Column button. 

7 Click in the Width of Column 2 
box and and replace the 
measurement with 1.34. Click 
on the Next Column button. 

8 Click in the Width of Column 3 
box and and replace the 
measurement with 6.08. Click 
on the Next Column button. 

9 Click in the Width of Column 4 
box and and replace the meas¬ 
urement with 2.35. Click OK 

The table now looks like 
Figured 



FIGURE 7 
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FIGURE 8 


(Hold down alt and double¬ 
click with the left mouse button. 
Or, if Num Lock is off, press alt 
+ 5 on the numeric keypad.) 

2 From the Edit menu choose 
AutoText. 

The AutoText dialog box 
appears, looking similar to this: 



FIGURE 9 

Under Name you will see 
the table’s first words, if any. 

3 Replace the Name with a short 
name for the table, for example 
tabll’, then click on Add. 

4 The next time you want to insert 
that table, type the name you 
gave it (in this example ‘tabll’), 
then press F3. 

or From the Edit menu choose 
AutoText. Select the name you 
gave the table, then click Insert. 


You have been able to 
specify column widths to a tenth 
of a millimetre! 

STORING A TABLE 
FORMAT AS 
AUTOTEXT 

If you have a table format that 
you use often, you may like to 
save it as an AutoText entry so 
that you don’t have to set up the 
format every time you use the 
table. 

Figure 8 shows a format 
that would be time-consuming 
to re-create. 

1 To save a table as an AutoText 
entry, select the whole table. 


PREVENTING A PAGE 
BREAK IN A ROW 

By default, when you insert a 
table in a Word 6 document a 
row can be split by a page 
break. You can prevent this if 
you want page breaks to occur 
only between rows. 

1 Select the rows that you don’t 
want split over separate pages 
(or select the whole table). 

2 From the Table menu choose 
Cell Height and Width. 

3 If necessary, select the Row tab 
to bring it to the front 

4 Uncheck the Allow Row to 
Break Across Pages box. Click 
OK 






































































Filtering a list in Excel 5 


Excel 5 allows you to quickly 
and easily analyse any 
information stored in lists. 
Provided that the same type of 
information is stored in each 
column and there are no blank 
rows, Excel can ‘filter’ the list to 
search for rows that match 
specific criteria. 

In this example we have a 
list of frequent flyer points show¬ 
ing date, destination, whether 
the flight was for business or 
personal reasons, and the 
number of points earned. 


1 Type up this spreadsheet: 



in the rows containing the fre¬ 
quent flyer information. From 
the Data menu choose Filter, 
then AutoFilter. (AutoFilter 
allows you to filter records by 
choosing a specific value from 
one of the columns.) You will 
see a drop-down arrow appear 
at the top of each column. 

3 To see only the Business flights, 
click on the arrow next to 
Category and choose Business. 

The records which fall into 


the Personal category are 
hidden, so only the Business 
ones can be seen (Figure 2): 



FIGURE 2 


4 To see all the records, click on 
the drop-down arrow next to 
Category again, and choose All 
from the top of the list, 
or Click on the Data menu and 
choose Filter, then Show All. 


To filter for more than one 
value, or to find records where 
the values fall within a certain 
range, you will need to choose a 
Custom Filter. 

5 Click on the dropdown arrow 
next to Date and choose 
Custom. Ttype the following 
values in the Custom AutoFilter 
dialog box: 



FIGURE 3 

6 Click OK You should now see 
just the flights that were taken 
during October. Click on the 
drop-down arrow next to Date 
and choose All to see all the 
records again. 

If you want to compare 
records against a calculated 
value, you need to use an 
advanced filter. 

7 To do this first set up a criteria 
range on the spreadsheet by 
inserting two extra rows after 
row 2 and typing the headings 
‘Destination’ and ‘Above 
Average Points’. Note that 
Destination must be spelled 
exactly as in the column 
heading in row 6. 



FIGURE 4 

8 In A4, type *melb*. This will 
select all records that have a 
destination which includes 
Melbourne. In B4, type the 
following expression: 
=D7>AVERAGE($D$7:$D$10) 


This selects the rows where 
the number of points is greater 
than the average number of 
points obtained for each of the 
first four flights. Press enter. 

You will see the result 
FALSE in this cell. This is 
because the first value (433) is 
not greater than the average. 

9 Make sure the active cell is 
somewhere in the rows contain¬ 
ing the flight information. From 
the Data menu, choose Filter, 
then Advanced Filter. In the 
Criteria box, type the cell range 
$A$3:$B$4. 



FIGURE 5 

10 Click OK You should now see 
only the flights where the 
number of points is more than 
the average for the first four 
flights. 

11 You can also display totals and 

counts for the records in your 
list. Make sure all the records 
are displayed, then click 
somewhere in the records. 
From the Data menu, choose 
Subtotals. Select these options: 
At Each Change In Category 
Use Function Sum 

Add Subtotal To Points 

12 Press enter or click OK 

The subtotals and grand 


totals are now displayed. 
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Making a presentation 
come alive - PowerPoint 4 


A PowerPoint presentation is a 
powerful means of conveying 
information to a group. Using 
effects called builds and trans¬ 
itions you can add interest and 
life to your presentations and 
help your audience concentrate 
on the points you are making. 

In this short tutorial you will 
see how you can learn about 
builds and transitions in 
PowerPoint. It is assumed that 
you already know how to create 
a PowerPoint slide. 

CREATING THE 
POWERPOINT SLIDES 

You are going to create two 
PowerPoint slides. The first is 
about builds and the second is 
about transitions. 

1 Start PowerPoint, choose a 
Blank Presentation and then 
from the New Slide dialog box 
choose the Bulleted List option. 

2 Click in the Main Heading area, 
then type Applying Builds. 

3 Hold down CTRL and press 
enter to move to the list area 
and type the following points. 
Builds are used lo 
present information when 

The audience can 
concentrate or. the point 
you are making 
Points can be faded if 
required 

Builds provide a sense of 
anticipation 

4 Hold down Ctrl and press 
enter to create a new slide of 
the same type. 

5 Click in the Main Heading area 
and type Using Transitions. 

6 Hold down Ctrl and press 
enter to move to the list area 
and type the following points. 
Transitions provide a 
visual cue that a new 
slide has been selected 


Transitions also provide 
a sense of anticipation 
Different transitions 
can be selected for 
different slides 

You have now created your 
presentation and can apply the 
builds and transitions. 

APPLYING BUILDS 

You are going to set up a build 
for the points in the first slide. 

1 Return to the first slide by 
pressing the page up key. 

2 From the Tools menu choose 
Build. 

3 Check the Build Body Text 
option. 

4 Check the Dim Previous Points 
option. 

5 Check the Effects option and 
choose Fly From Right from 
the drop-down list. 

6 Choose OK 

You have now created a 
build for the points on the first 
slide. 

APPLYING 

TRANSITIONS 

In the previous case, you 
created a build for one slide 
only. In this case you are going 
to apply a transition to all 
slides. To do this you must first 
select them. 

1 From the View menu choose 
Slide Sorter. 

2 Hold down Ctrl and press A to 
select both slides. 

3 FYom the Tools menu choose 
Transitions. 

4 FYom the Effects drop-down 
list choose Dissolve, then set 
the Speed to Slower. Choose 
OK 

5 Now select the Slide Show 
button in the bottom left comer 
of the screen and watch your 
presentation. 


Tricks 

These hints may help you 
understand the way in which 
FYoject for Windows assigns 
work to tasks. They will also 
help you with some strategies 
for updating work and resolving 
resource conflicts. 

We have assumed that the 
number of hours per day is 8. 
You can check this by choosing 
Change Working Time from the 
Tools menu, then selecting the 
Options button. 

1 Start by creating a new project. 
Use File Summary Info to set 
the starting date for the project 
to be 4/9/95. 

2 Enter the following tasks: 
Interview stakeholders 5d 
Prepare documentation plan 8d 
FYepare training implementa¬ 
tion plan 9d 

3 Change the starting date for the 
second task to 7/9/95 and for the 
third task to 11/9/95. Do this by 
revealing the Start column in the 
Gantt display. 

If you have the Planning 
Wizard turned on (in Tools, 
Options, Schedule), the 
following message appears: 



FIGURE I 

Select the second option, ie 
Move ‘Prepare training 
implementation plan’ without 
adding a link. Choose OK 

4 FYom the View menu choose 
Resource Sheet and create two 
resources called Jacinta and 
Maria 

5 Switch back to the Gantt Chart 






far assigning work in Project 4 


(View Gantt Chart). It should 
resemble Figure 2. 
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FIGURE 2 


You now decide to allocate 
Jacinta to work for 20 hours on 
the first task, for Maria to work 
for the first three days of the 
second task and for Jacinta to 
do the remainder. 

Here are some tips for 
achieving your aims. 

ALLOCATING WORK 
HOURS 

For the first task you want 
Jacinta to be involved for the 5 
days but at a reduced load. You 
only want her to work for 20 
hours out of the available 40. 

1 Select the first task and then 
click on the Resource 
Allocation button. 

The Resource Assignment 
window is displayed. 

2 Select Jacinta. In the Units 
column type 2 Oh then press 
ENTER. 

Now Jacinta is allocated at 
.5 of a load to the task. Import¬ 
antly, the duration of the task is 
not altered. Assigning work 
hours through the Resource 
Allocation dialog box is the 
simplest way of spreading work 
over the existing duration. 

ALLOCATING WORK 
TO A FIXED-DURATION 
TASK 

A problem that a lot of people 
experience is that the length of 
a task changes when work is 
assigned. Thus when you 
allocate three days of work to a 
five-day task, the duration of the 
task changes to three days. 


The key to allocating work 
to a fixed-duration task is to 
allocate the work after you have 
made it fixed duration. 

1 Close the Resource Assignment 
dialog box, then from the 
Window menu choose Split. 

The Task Form is displayed 
in the lower pane. 

2 Select the second task in the top 
pane. 

3 In the Task Form, check the 
Fixed option, then click OK 

The OK button changes to a 
Previous button. 

4 Now, in the Resource Name 
column in the Task Form 
allocate Maria to carry out 24 
hours of work. You can select 
Maria from the drop-down list 
on the right side of the Entry 
bar. Make sure that you type 2 4h 
in the Work column and 1 in the 
Units column (see Figure 3). 



FIGURE 3 


5 Click OK 

Notice that the length of the 
task does not change, even 
though Maria is only working 
for 3 days. 

You are now going to assign 
Jacinta to do 5 days of work on 
the same task. 

6 In the Task Form click in the 
Resource Name column just 
below Maria and assign Jacinta 
to work at 1 unit for 40 hours. 
Choose OK 

Notice that Jacinta is now 
overallocated. This is because 
she has been allocated to work 
for the first five days and she is 
already working on another task 
for the first two of those days. 

ASSIGNING A DELAY 
FOR A RESOURCE 

You are first going to check 


where the overallocation 
occurs. 

1 Click in the lower pane, then 
from the View menu choose 
Resource Graph. 

2 If the graph for Jacinta is not 
displayed use the scroll bars 
below the name to scroll to 
Jacinta 

Notice that she is over- 
allocated on the Thursday and 
Friday where the tasks overlap. 

You now have to restore the 
Task Form in the lower pane. 
There are a number of ways of 
doing this. You are going to use 
one of the simplest ways. 

3 From the Window menu choose 
Remove Split, then from the 
Window menu choose Split 

The Task Form is restored. 

4 Either click in the lower pane or 
press F6 until the lower pane is 
active, then from the Format 
menu choose Details and then 
Resource Schedule. 

More detailed information 



about the work schedule is 


FIGURE 4 

Notice that there is a Delay 
field available. You are going to 
delay Jacinta from starting on 
the job for two days. 

5 Click in the Delay field for 
Jacinta and type 16h then click 
OK 

Notice that Jacinta is no 
longer overallocated. You are 
now going to check what has 
occurred. 

6 From the View menu choose 
Resource Graph. 

Notice that Jacinta’s work 
has been moved to start on 
Monday 11th. 
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Quick hints and tips for 


TABLES IN WORD 6 
AND EXCEL 5 

To quickly adjust column widths 
to Best Fit in both Excel 5.0 and 
Word 6.0, select the columns 
and double-click between the 
column headings (Excel) or on 
the column border (Word). 

MOVING TOOLBARS 

To remove a tool from the tool 
bar in Word 6 and PowerPoint 4, 
hold down the alt key and drag 
the tool off the toolbar. 

To move a toolbar that is 
docked either at the top, sides 
or bottom of the screen, double¬ 
click between two tools. 
Double-click on the title bar of a 
floating toolbar to move it to a 
docked position. 

MOVING AND 
COPYING OBJECTS 

To copy an object on a Power¬ 
Point slide, text in Word, or the 
contents of a group of cells in 
Excel, first highlight or select 
the objects to be copied, then 
hold down Ctrl and drag the 
object, text or cells to the new 
location. Make sure you let go 
of the mouse button before you 
let go of the CTRL key. 

Note that this will only 
work in Word if you have Drag- 
and-Drop Text Editing selected 
or if in Excel if you have Allow 
Cell Drag and Drop selected. 

You change this setting by 
choosing Options from the 
Tools menu and then selecting 
the Edit tab. 

INSERTING ROWS AND 
COLUMNS 

If you want to insert a number 
of columns and rows, in Word 
and Excel, first highlight exactly 
as many rows or columns as 
you want to insert, then choose 


Insert from the Edit menu. The 
same number of rows or 
columns that are highlighted are 
inserted before the highlighted 


INSERTING A COLUMN 
AT THE END OF A 
WORD TABLE 

If you want to insert a column at 
the end of a Word table, do the 
following: 

1 Make sure Gridlines are turned 
on (if they are not, from the 
Table menu, choose Gridlines). 

2 Hold the mouse pointer directly 
above the end-of-cell marker out¬ 
side the last cell in the first row. 

3 When the pointer changes into 
an arrow, click with the left 
mouse button. 

4 FYom the Table menu, choose 
Insert Column. 

A new column is inserted 
which by default is the same 
width as the column to its left 

PROMPTING FOR 
SAVES TO 
NORMAL.DOT IN 
WORD 6 

The Normal template in Word 6 
records settings for styles, 
AutoText entries, macros and 
toolbars. By default Word will 
save any changes to the Normal 
template when you exit. But if, 
for example, you are experi¬ 
menting with macros, you may 
not wish to save the changes 
when you’ve finished. 

You can set a prompt which 
will give you the option to save 
or not save changes. 

1 FYom the Tools menu choose 
Options. 

2 Choose the Save tab. 

3 Check or uncheck the box next 
to FYompt to Save NormaLdot 

4 Choose OK 


Custom sorts 
in Excel 5 

Excel’s standard sorting options 
allow you to sort in ascending 
or descending order. This means 
that if, for example, you are 
sorting names, you can sort 
fromAtoZorZtoA Some¬ 
times, though, that’s not what 
you want. 

If you want a list to be 
sorted by some order other than 
alphabetic, you can build a 
custom list. Once you’ve created 
a custom list, you then select it 
whenever you do a sort. 

Suppose, for example, you 
have a set of reviews or 
evaluations and the categories 

Unacceptable 
Poor 
Good 
Very Good 
Excellent 

You want to sort the list 
based on this list of categories. 
An alphabetic sort would give 
you: 

Excellent 

Good 

Poor 

Unacceptable 
Very Good 

which is not what you want TYy 
the following. 

CREATING THE LIST 

1 Create a new worksheet, then 
type up the list in the ‘custom’ 
ascending order. To do that, 
type the following into cells A1 
to A5: 

Unacceptable 

Poor 

Good 

Very Good 
Excellent 





Microsoft Office 


2 Highlight, cells A1 to A5, then 
from the Tools menu choose 
Options. 

3 Choose the Custom Lists tab. It 
should look similar to this: 



FIGURE I 


4 Notice that the highlighted cells 
appear in the Import List from 
Cells box. 

5 Choose Import to add the list to 
the list of Custom Lists. 

6 Choose OK to return to the 


worksheet. 

7 You can now delete the data you 
entered in cells A1 to A6. 


DOING A CUSTOM 
SORT 

1 Now, type up the sample data 
shown below. 


Restaurant Name Classification 
I 2 [ Cringing Crab Excellent 

3 Entertaining Eel Poor 
Flirtatious Frog Poor 

Zealous Zebra Very Good 

Bumptious Bean Unacceptable 
Terrific Tofu Very Good 

Luscious Lem'oTTGood 7 . 


FIGURE 2 


2 Make sure the cell cursor is 
somewhere in the list then press 
CTRI.+* (on the numeric keypad) 
to select the whole range. 

3 From the Data menu, choose 
Sort. The dialog box shown in 
Figure 3 appears. 

4 Choose My List Has Header 
Row so that row 1 isn’t selected. 

Next, you have to select the 



FIGURE 3 

column you want to sort by. It is 
the one containing the 


5 In Sort By, choose Classifica¬ 
tion. 

6 Choose Options. 

The Sort Options dialog box 
appears. 

7 In First Key Sort Order, choose 
the list you’ve just created. 



FIGURE 4 

8 Choose OK to return to the sort 


9 Choose OK again to sort the list. 
Notice that it is now sorted 
in the order specified in the list. 



FIGURE 5 


Hintsfor 
Access 2 
forms and 
reports 

REMOVING COM¬ 
MAND BUTTONS 
FROM THE TAB 
ORDER 

If you want to place Com¬ 
mand buttons on a data entry 
form but not have them 
receive focus when users tab 
through the controls on that 
form, set the Tab Stop 
properly to No. The mouse 
must then be used to select 
the button. 

SETTING DEFAULT 

CONTROL 

PROPERTIES 

When you place a control on 
a form or report, Access uses 
the Default property settings 
of that type of control to set 
its attributes. 

To see these Default 
properties, display the 
Property sheet and then click 
the required control button in 
the Toolbox. You can now 
change any of the properties. 
The changes you make will 
then be apparent for any new 
controls of that type that you 
create. 

Not only does this make 
form and report design more 
efficient, but as Access only 
saves the properties of 
controls if they are different 
from those on the Default 
property sheet for that 
control type, your forms and 
reports will load more 
quickly. 
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Smart lists in Publisher 


Publisher enables you to num¬ 
ber paragraphs in a list 
automatically, to use a range of 
fancy ‘bullets’ for lists, and to 
customise your own bullets. 
These tips explain how. 


AUTOMATICALLY 
NUMBERING A LIST 

1 Highlight thejaaragraphs that 


are to be numbered. 

2 Click on the Bullet button on 
the top toolbar. 

This drop-down list 
appears: 


IMM 

• 

• 

♦ 


0 

* 

1 

a 

X 

| More 


El 


3 Click on the 1 square. 

The list is numbered for you 
and hanging indents are 
automatically created. Note that 
you can build automatic 
numbering into a style. 

If you add or remove 
paragraphs from the list, you 
can update the numbering by 
highlighting the list, clicking on 
the Bullets button and choosing 
the 1 square again. 


UNNUMBERING OR 
UNBULLETING A LIST 

If you have added bullets or 
numbers to a list by using the 
Bullets button, you can remove 
them quickly with the Bullets 
button too. 

1 Highlight the paragraphs to be 
unnumbered or unbulleted. 

2 Click on the Bullets button. 

3 In the drop-down list click on 


USING NON¬ 
STANDARD BULLETS 

When you want to use bullets 
for a list, you aren’t restricted to 
the ones that appear when you 
click on the Bullets button: you 
can use any character in any 
font on your PC. 

1 Highlight the paragraphs to be 
bulleted. 

2 Click on the Bullets button then 
click on More. 

or From the Format menu choose 
Indents and Lists. 

3 Under Indent Settings choose 
Bulleted List. 

4 Under Bullet Type choose a 
bullet, then choose OK 

or Choose New Bullet. 

A window similar to this 
appears: 



5 To choose a different font, click 
on the down arrow next to the 
Show Symbols From box and 
choose the font from the drop¬ 
down list. 

6 To choose a character, click on 
the character you want to use as 
a bullet, then choose OK 

When you return to the 
Indents and Lists dialog box 
your new bullet character is 
displayed in the Bullet Type 
area 

7 Click OK Publisher now creates 
the bulleted list 



This Communique Tips & 
Techniques publication is one 
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